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CIVILIAN MID-TERM REVIEW WORKSHEET
EMPLOYEE NAME (Last, First, Middle Initial)
ORGANIZATION
DATE
PERIOD COVERED
REVIEW OF PERFORMANCE PLAN ELEMENTS - INSTRUCTIONS TO RATERS
During the appraisal period, normally at the midpoint, you must provide the employee with at least one progress review of his/her
performance against all elements of the performance plan. You must use this worksheet to document the review and may fill it out prior to
and/or during the review with the employee.  This worksheet will facilitate communication about the employee's performance and is intended to help provide feedback about his/her performance that may impact the rating of record at the end of the appraisal period.  Do not forward this form to the personnel flight.  File it with the AF Form 971 and give a copy to the employee. Indicate the employee's performance at this stage of the appraisal period by placing an "X" at the appropriate place on the arrowed line and writing comments in the space provided.  Place an "X" in the box if the employee is not meeting an element.  Performance items not observed are not rated.
Does Not
Meet
Standards
Needs
Little or No
Improvement
Improvement
PROGRESS ON PERFORMANCE PLAN ELEMENTS
-Element 1
-Element 2
-Element 3
4
-Element
-Element 5
-Element 6
-
Element 7
-
Element 8
-Element 9
-Element 10
-Element 11
-Element 12
-Element 13
-Element 14
673ABW Form 37, 20000829    (IMT-V1)
Needs
Significant
COMMENTS
(Mandatory)
REVIEW OF APPRAISAL FACTORS-INSTRUCTIONS TO RATERS
Appraisal factors listed below represent work behavior observed in the context of the employee's current position and the potential for advancement.  Indicate the employee's work behavior at this stage by circling the appropriate number and writing comments in the space provided.
LOW RANGE
CENTRAL RANGE
HIGH RANGE
7.  Above Fully Successful
COMMENTS
(Mandatory)
8.  Far Above Fully Successful
9. Outstanding
APPRAISAL FACTORS
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- COMMUNICATION
Communicates clearly and effectively, whether orally or in writing.
1
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4
5
6
7
8
9
1
2
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4
5
6
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8
9
1
2
3
4
5
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7
8
9
1
2
3
4
5
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7
8
9
1
2
3
4
5
6
7
8
9
RATER
EMPLOYEE
- WORK MANAGEMENT
Effectively plans and organizes work; properly follows or implements
management procedures, directives, regulations, or technical orders;
ability to direct or evaluate or substitute for absent supervisor.
DATE (YYYYMMDD)
- SKILL IN WORK
Performs job-associated tasks well, whether they require physical,
technical, professional, supervisory, or managed skills; is considered
very skillful on the job.
(Signature)
- SELF-SUFFICIENCY
Works independently with little need for additional supervision or
help; follows through well; accomplishes all tasks required to
complete a job on his/her own.
(Signature)
- WORK PRODUCTIVITY
Productive during work time; completes his/her work projects, duties,
and tasks in a timely manner.
DATE (YYYYMMDD)
- WORKING RELATIONSHIPS
Sensitive to the behavior of fellow workers, supervisors, and
subordinates; maintains effective working relationships with others.
REVIEWER
- PROBLEM SOLVING
Devises effective solutions to problems; identifies effective methods
and procedures for accomplishing objectives.
(Signature Optional)
- ADAPTABILITY TO WORK
Picks up new ideas and procedures quickly; is easy to instruct; can
adapt to the demands of situations; understands and carries out
instructions.
(Reverse
- WORK EFFORT
Exerts effort and shows initiative in starting, carrying out, and
completing tasks; spends time effectively performing work.
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4.  Slightly Below Fully Successful
5.  Fully Successful
6.  Slightly Above Fully Successful
)
1.  Very Poor
2.  Far Below Fully Successful
3.  Below Fully Successful
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